SN WWashinglon ARCHIVES & RECORDS MANAGEMENT DIVISION
| i . . 1129 East Washington Street
4/ Secretary of State e o

< _ o ympia, 98504-
SAM REED Tel (360) 586-4900

Fax (360} 664-8814
http://www.sos.wa.qov/archives

March 23, 2010

TO: Steve Ryser, State Records Committee Member
Traci Friedl|, State Records Committee Member
Mike Steenhout, State Records Committee Member
Jerry Handfield, State Archivist
Russell Wood, State Records Manager

FROM: Michele Mallery, State Government Records Management Specialist
Records Management Office

RE: April 7, 2010 SRC Packets

Enclosed are the April 7, 2010 SRC packets. Below is the contact information for the
Records Officers who submitted schedules for review and approval by the committee.

DNR: Peggy Murphy — (360) 902-1561 or Pegay.Murphy@dnr.wa.gov
DOC: Carrie Fleming - (360)725-8868 or cafleming@doci.wa.qov
DOL: Hannah Fultz — (360)359-4013 or hfultz@dol.wa.gov

DOR: Sherree Christiansen Hempstead — (360)705-6630 or
sherreech@dor.wa.gov

ECY: Jamey Taylor — (360)407-6046 or jata461@ecy.wa.gov

MIL: Bernadette Ward - (253)-512-8108 or Bernadette.ward@mil.wa.gov
DSHS: Millie Brombacher — (360)664-6048 or hrombma@dshs.wa.gov
UW: Barbara Benson — (206) 543-7950 or bbenson@u.washington.edu
VA: Liza Narciso — (360)725-2157 or lisan@dva.wa.gov

WSU: Ralph Jenks — (509} 335-2004 or jenks@wsu.edu

Please remember to cc: me at michele.mallery@sos.wa.gov on e-mails you send to
the Records Officers so that | know to expect updated schedules.

If you have any questions please feel free to contact me at (360} 586-4901.

Michele Mallery
State Government Records Management Specialist
MEM
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STATE OF WASHINGTON

STATE RECORDS COMMITTEE

Office of the State Auditor » Qffice of Financial Management » Office of the Atiorney General » State Archives
PO Box 40238 & Olympia, Washingion 98504-0238  {36(}) 586-4900

April 7, 2010 — 1:30 pm
Archives Conference Room, Olympia, WA

AGENDA

Iv.

ROUTINE ITEMS

A. Callto Order

B. Introduction of Guests

C. Approve March 3, 2010 Minutes
D. Adoption of Today’s Agenda

WASHINGTON STATE ARCHIVES UPDATES
A. Announcements from the State Archivist
B. Update on Digitization After Destruction (DAD) applications

OLD BUSINESS
A. Tabled items from previous meetings:
1. Department of Social and Health Services
Office 209 - Ombudsman
Office 765 — Child Study & Treatment Center

2. Military Department
Office 245 — Mil/Records Officer

NEW BUSINESS
A. State Agency Unique Records Retention Schedules
1. Department of Ecology
Office 420 — Shorelands & Environmental Assistance

2. Department of Corrections
Office 120 — Headquarters — Emergency Operations Unit

3. Department of Natural Resources
Office 490 — Public Disclosure/Records Stewardship

4. Department of Revenue
Office 706 — Taxpayer Account Admin/Information

5. Veterans Affairs
Office 610 — DVA/Superintendents Office
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V.

V.

VIL.

6. Washington State University
Office 2980 — Business Services — Sponsored Programs Services

7. Military Department
240 — Staff Administration Services
880 — Emergency Management Division/Response Section

8. Department of Social and Health Services
Office 106 — Background Check Central Unit (BCCU)
Office 763 — Western State Hospital
Office 765 — Child Study & Treatment Center

9. University of Washington
Office Any Office
Office 08/11/03 — Commuter Services: Maintenance
Office 08/12/01 — Property & Transport Services: Fleet Services and
Maintenance
Office 10/03 — Human Resource Operations
Office 10/11 — Violence Prevention Response Program

10.Department of Licensing
Office 424 — Title & Registration — Revenue Management Unit
Office 520, 523 — Driver's Examining
Office 611 — Business & Professions — Professicnal Athletes
Office 611, 688, 685, 693, 666 — Business & Professions — Professional
Licensing Support Services
Office 638 — Business &Professions - Cosmetology
Office 638, 611, 688, 685, 693, 666 — Business & Professions —
Professional Licensing Support Services

OTHER BUSINESS
NEXT MEETING - 1:30 pm May 5, 2010

ADJOURNMENT
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STATE OF WASHINGTON

STATE RECORDS COMMITTEE

Office of the State Auditor » Gffice of Financial Management » Office of the Attorney General » State Archives
PO Box 40238 » Olympia, Washington 983504-0238 e (360) 586-4900

MEETING MINUTES
March 3, 2010 - 1:30 pm
Archives Conference Room, Olympia

Members Present: Steve Ryser (Office of the State Auditor); Traci Fried! (Office of the Attorney General);
Jerry Handfield (State Archivist);

Staff Present: Russell Wood (State Records Manager); Leslie Koziara (Records Management); Deborah
Bahn (Digital Archives)

Records Officers/Guests: Millie Brombacher (Department of Social and Health Services); Patti Wilson
(Department of Revenue); Sherree Christiansen Hempstead (Department of Revenue); Sid McAlpin
(Department of Health); Trina Regan (General Administration); Sandy DeShaw {General Administration); Pat
White (General Administration);Lysa Homan Walker (Department of Labor and Industries); Anita Wieland
(Office of Financial Management); Kara Bell (University of Washington); Barbara Benson (University of
Washington); Andrea Watts (University of Washington); Cathy Downs (Department of Transportation); Grant

Jeap (Department of Transportation); Sarah Martin (Department of Labor & Industries), Shere Bennett-Mercer
(Department of Labor & Industries); Carlena Anderson (Department of Labor & Industries); Sidse Nielson
(Department of Labor & Industries); Bernadette Petruska (Military Department)

I ROUTINE BUSINESS
A. Call to Order: Steve Ryser called the meeting to order at 1:28 p.m.

B. Introduction of Records Officers/Guests: All Records Officers and guests were introduced.

C. Approve February 3, 2010 Minutes: Ryser called for a motion to approve the February 3, 2010 as
amended; moved by Friedl, seconded by Ryser.
Resolution: Motion carried.

D. Adoption of Today’s Agenda: Ryser called for a motion to approve the agenda as submitted;
moved by Friedl, seconded by Ryser.
Resolution: Motion carried.

Il WASHINGTON STATE ARCHIVES UPDATES
A. Announcements from the State Archivist

1. The State Archivist announced he spoke with a reporter from CommonWealth Magazine out of
Boston, Massachusetts, who gave glowing reviews of the Washington State Archives and
records system compared to Massachusetts. The Massachusetts archives budget is $397,000,
(including salaries). Washington is the same in population and education. The reporter has been
trying to interview the Secretary of State in Massachusetts for months to no avail. He was able
to talk with the Washington Secretary of State within a day of calling. The differences between
the two states were astounding to this reporter. The Washington State Archivist gave thanks to
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the previous State Archivist Sid McAlpin for establishing the funding and regional branch
systems.

2. The State Archivist reported on the budget. There is a hiring and travel freeze in effect starting
March 17, 2010. There has been someone hired in Imaging Services, to start sometime in ;
March. Promoted Leslie Koziara to the Electronic Records Management Consultant. Still trying
to fill positions in Records Management and the Digital Archives.

3. The annual Regional Records Management workshop held in Tumwater on February 26, 2010
was very successful. The Washington State Archives recognized several outstanding state
records officers for their contributions of the successful reduction in unique records retention
schedules. in February, Washington State Archives provided training to over 500 people.

4. The Washington State Archivist has been working with DSHS to transfer 25,000 — 30,000 boxes
to the Records Center. This has been delayed for at least another year. The DSHS records still
need to be arranged and scanned prior to the transfer. The Records Center staff will now have
shirts that identify they are from the Secretary of State’s Records Center. They have also
started a shredding service.

5. Online training module “Basics of Records Management” should be released prior to the April 7,
2010 meeting. This is the first of many on-line training modules to come.

6. The State Archivist has continued discussions with the Attorney General’s Office in regards to
“Is printing a piece of paper off a printer creating a new record”? Some printers put a secret
code on the paper identifying the printer.

B. Update on Requests to Discontinue Records Series: Russell Wood is very pleased to
announce there is no longer a backlog of discontinues. There are less than 20 in our office that are
being finalized or waiting for agency response. The next on the list to catch up on are the backlog
of Digitization of Destruction (DAD) applications.

. OLD BUSINESS
'W.  A. Tabled item from January 6, 2010 meeting
1. Department Of Revenue Office 330 (Special Programs/Unclaimed Property) dated August
11, 2009,
Action: Motion to approve: Ryser, seconded by Friedl.
Resolution: Motion carried.

2. Tabled item from January 6, 2010 meeting

Department of Health Office 310 (Risk Management) dated July 4, 2010.
Action: Motion to approve: Friedl, seconded by Ryser.

Resolution: Motion carried.

V. NEW BUSINESS
A. State Government General Records Retention Schedules

1. GS 21010 — Construction Documentation, General Administration Capital Projects
Action: Motion to approve: Friedl, seconded by Ryser.
Resolution: Motion carried.

2. GS 21011 - Construction Documentation, Non-General Administration Capital Projects
Action: Motion to approve: Handfield, seconded by Ryser.
Resolution: Motion carried.

B. State Agency Unigue Records Retention Schedule
1. Department of Health
Records Retention Schedule for Office 310 — Risk Management, dated January 27, 2010.
Action: Motion to approve: Steenhout, seconded by Handfield.
Resolution: Motion carried.
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. Department of Labor & Industries

Records Retention Schedule for Office — 490 — Specialty Compliance Services — Employment
Standards, dated February 11, 2010.

Action: Motion to approve: Ryser, seconded by Friedi.

Resolution: Motion carried.

Records Retention Schedule for Office 518 — Claims Administration — Return to work Program,
Therapy Services, Unit Vocational Consultants, dated February 8, 2010.

Action: Motion to approve: Friedl, seconded by Handfield.

Resolution: Motion carried.

. Military Department

Records Retention Schedule for Office 245 — Mil/Records Officer, dated February 3, 2010.
Action: Agency requested to table for further work. Motion to table: Handfield; seconded by
Ryser

Resolution: Motion carried.

. Department of Social and Health Services

Records Retention Schedule for Office 209 — Ombudsman, dated January 28, 2010.
Action: Motion to table: Ryser; seconded by Handfield.
Resolution: Motion carried.

Records Retention Schedule for Office 765 — Child Study & Treatment Center, dated 765 —

January 29, 2010.
Action: Motion to approve 1-4, motion to table item 5 and 6: Handfield; seconded by Ryser.

Resolution: Motion carried.

. Department of Transportation

Records Retention Schedule for Office 108 — Records & Information Services/Engineering
Records, dated February 5, 2010.

Action: Motion to approve: Handfield; seconded by Ryser.

Resolution: Motion carried

Records Retention Schedule for Office 255 — Real Estate Services, dated February 12, 2010.
Action: Motion to approve as amended with Archival status’: Handfield; seconded by Friedl.
Resolution: Motion carried.

. Washington State University

Records Retention Schedule for Office 2250 — Psychology, dated January 25, 2010.
Action: Motion to approve: Steenhout; seconded by Handfield.
Resolution: Motion carried.

Records Retention Schedule for Office 2770 — Facilities Operations, dated September 3, 2009.
Action: Agency requested to withdraw upon approval of GS 21010 and GS 21011. Motion to
withdraw: Handfield; seconded by Friedl.

Resolution: Motion carried.

. University of Washington

Records Retention Schedule for Office 08/12 — Transportation Services: Property & Transport
Services, dated January 28, 2010.

Action: Motion to approve: Ryser; seconded by Friedl.

Resolution: Motion carried.
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Records Retention Schedule for Office 08/12/01 ~ Property & Transport Services: Fleet
Services & Maintenance, dated January 28, 2010.

Action: Motion to approve: Steenhout; seconded by Friedl.

Resolution: Motion carried.

Records Retention Schedule for Office 08/12/04 — Property & Transport Services: Recycling &
Solid Waste, dated January 28, 2010.

Action: Motion to approve: Friedl; seconded by Handfield.

Resolution: Motion carried.

Records Retention Schedule for Office 08/13 — Transportation Services: Administration, dated
January 28, 2010.

Action: Motion to approve: Friedl; seconded by Handfield.

Resolution: Motion carried.

Records Retention Schedule for Office 09/13/00 — Financial Accounting, dated January 28,
2010, _

Action: Motion to approve item 1, 3, 5-8; motion to table item 2 and 4: Handfield; seconded by
Ryser.

Resolution: Motion carried.

Records Retention Schedule for Office 11/05/01 — Development & Alumni: Relations: Gift
Processing, dated January 28, 2010.

Action: Motion to approve: Friedl; seconded by Ryser.

Resolution: Motion carried.

V. OTHER BUSINESS

JI.  NEXT MEETING
When: April 7, 2010 - 1:30pm
Where: Archives Conference Room, Archives and Records Building, Olympia.

ViH. ADJOURNMENT
Action: Motion to adjourn: Handfield, seconded by Steenhout.
Resolution: Meeting adjourned 3:07 p.m.

CERTIFICATION OF MINUTES OF THE STATE RECORDS COMMITTEE MEETING:

{ Steve Ryser, Chair of the State Records Committee, certify that the above is a true and correct transcript of
the minutes of a public meeting of the State Records Committee of the Secretary of State, Archives and
Records Management Division, held in the State Archives Building conference room on March 3, 2010 and that
the public meeting was duly called and held in all respects in accordance with the laws of the State of
Washington and that a quorum was presemnt.

Chair Signature Dafe
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Mallery, Michele

From: Brombacher, Millie A. (DSHS ASD) [BrombMA@dshs.wa.gov]
“ent: Friday, January 29, 2010 11:39 AM
X Mallery, Michele
Subject: RE: New for March docket
Attachments: CSTC NEW . doc

I answered your questions below and am attaching the newly revised series for your
peruse and approval. Thank you for all your help. Let me know when I can send the
originals. Millie

Millie Brombacher

DSHS Records Officer

F©rms and Rec®©rds Management Services
Mail Stop: 45805

B (360) 664-6048

Fax: (360) 664-6186

Please visit our Intranet website at;
http://asd.dshs.wa.gov/FRMS/index.htm

and our Internet website at:
http://www.dshs.wa.gov/msa/forms/eforms.html

From: Mallery, Michele [mailto:michele.mallery@sos.wa.gov]
Sent: Friday, January 29, 2010 10:35 AM
To: Brombacher, Millie A. (DSHS ASD)

ubject: RE: New for March docket

Millie,

| am writing to you on behalf of the Washington State Archivist and would like to thank you for
submitting the records retention schedules for the Department of Social and Health Services Office
765 — Child Study & Treatment Center dated January 29, 2010 which was received by the Records
Management Office on January 29, 2010.

| have reviewed the submitted schedule for Office 765 — Child Study & Treatment Center and request
the following corrections:

Are these really under DSHS and not OSP| or DOH? These are DSHS records which reference
practices/procedures for this particular DSHS institufion to support federal and OPSI requirements.
# 2 — Documentation is spelled wrong in title Not anymore. . . thank youl!

# 4 — Does OPSI have primary copy? DSHS has the primary copies in all of the proposed new
series. OPSI gets copies.

# 5 — Please elaborate on why checks are done, may include but not limited to.... Idid, please see
attached.

# 6 — Please elaborate on what is included.. may include, but not limited to....Yeppers, please see
attached.

Please make the requested corrections and re-submit an electronic copy for review.



In the meantime, if you have any questions on the status of this schedule, please don't hesitate to
contact me by email or telephone (360) 586-4901.

st Qﬁ\gam&
Michele Ma/fé::y

State Government Records Man@emenf &pew’aﬁsf

Washington State Archives

Office of the Secretary of State

1129 Washingion Street SE; MS: 40238
Olympia, WA 98504

[Please note new email address] Michele Mallery@sos.wa.gov
Phone: 360-586-4901
Fax: 360-586-0368

To receive updates on records management advice, records retention schedules and training, click on the
following link:
http://www.sos.wa.gov/archives/RecordsManagement/JoinRecordsManagementAgencvNotificationLists.aspx

Learn more ahout the Washington State Archives
Review the State Records Commitie Minutes
Review the Local Records Committee Minutes

From: Brombacher, Millie A. (DSHS ASD) [ mallto:BrombMA@dshs.wa.gov]
Sent: Friday, January 29, 2010 6:44 AM

o: Mallery, Michele
subject: New for March docket

Good morning, Michele. Attached are new series for Office 765. I'm sending signed
originals to you via campus. Millie

<<CSTC NEW.doc>>

Millie Brombacher

DSHS Records Officer

FOrms and Rec©rds Management Services
Mail Stop: 45805

& (360) 664-6048

Fax: (360) 664-6186

Please visit our Intranet website at:
http://asd.dshs.wa.gov/FRMS/index.htm

and our Internet website at:
http://www.dshs.wa.gov/msa/forms/eforms.htmi
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STATE OF WASHINGTON

DEPARTMENT OF VETERANS AFFAIRS
1102 Quince Street, Box 41150 ® Olympia, Washington 38504-1150 @ {360) 753-5586

March 10, 2010

Michele Mallery

Records Management Office
P.O. Box 40238

Olympia, WA 88504-0233

SUBJECT: Requestto increase Retention Period
Dear Ms. Mallery:

Enclosed please find our agency request to increase the retention period of Disposition
Authority Number: 83-6-32161 (Medicare Files). This request was prompted as a
result of a recent audit by federal auditors. This revision would resuit in keeping this file
from six (6) years to ten (10) years and doing this cur agency would be in compliance
with federal regulations.

If you have any questions, please feel free to call me at 360-725-2157. Thanking you in
advance for your consideration to this request.

1

. :
Sincerely, !

)
\,\ "\‘";!’F}f\; A /X/\\ /

Liza Sg. Narciso
Assistant to the Deputy Director

Encl: as
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UVASHINGTON STATE

%‘?;:j [I\/ ?S ETY ~ Office of Procedures, Records, and Forms
M
L
q/-!, ’.‘ii:f‘!“.—;.f}t‘”-i" ol

MEMORANDUM B YR
DATE: February 24, 2010
TO: State Records Committee
FROM: Ralph Jenks

SUBJECT:  Request for Records Retention Schedule and Disposition Authority Number
for Business Services —Sponsored Programs Services (Office #2980)

Please find enclosed a Request for Records Retention Schedule and Disposition Authority
Number for your review and approval. The previous request for records retention schedule
changes for this office was approved on August 22, 2005.
We have made changes in the following Records Series Titles:

*  A-133 Subrecipient Compliance Confirmation File

This revision updates the description and changes the cutoff from issue date.

Other Records Series Titles (if any) do not reflect changes or are covered by General Schedule
disposition authority numbers.

Thank you for your attention to this matter.

enclosure(s)
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28 U.S.C. § 534 : US Code - Section 534: Acquisition,

preservation, and exchange of identification records
and information; appointment of officials
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cxchange of identification records and information; appointment of officials These Years
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{a) The Attorney General shall -

{1} acquire, collect, classify, and preserve identification,

criminal identification, erime, and other records;

(2} acquire, collect, classify, and preserve any information

which would assist in the identification of any deceased
individual who has not heen identified after the discovery of
such deceased individual;

{3) acquire, collect, chassify, and preserve any information

which would assist in the location of any missing person
(including an uuefnancipated person as defined by the laws of the
place of residence of such person) and provide confirmaticn as to
any entry for such a person to the parent, legal guardian, or

next of kin of that person (and the Attorney General may acquire,
collect, €lassify, and preserve such information from such

parent, puardian, or next of kin); and

(4} exchange such records and information with, and for the
official use of, authorized officials of the Federal Government,
including the United States Sentencing Commission, the States,
cities, and penal and other institutions.

(b) The exchange of records and information authorized by
subsection {a}{4) of this section is subject to cancellation if

.

[ ination is made ¢ id

the receiving departments or related

agencies.

() The Attorney General may appoink officials to perform the
functions authorized by this section.

{d) Indian Law Enforcement Agencies, - The Attorney General shall
permit Indian law enforcement agencies, in cases of domestic
violence, dating viclence, sexual assault, and stalking, to enter
information into Federal eriminal information databases and to
obtain information from the databases.

(&) {11) For purposes of this section, the term "other
institutions" includes -

{1) railroad police departments which perform the
administration of criminal justice and have arrest powers
pursuant to a State statute, which allocate a sibstantial part of
their anmial budget to the administration of criminal justice,
and which meet training requirements established by law or

ordinance for lasw enforcement officers; and
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(2) police departments of private colleges or univeesities

which perform the administration of criminal justice and have
arrest powers pursuant to a State statute, which allocate a
substantial part of their annual budget to the administration of
criminal justice, and which meet training requirements
established by kaw or ordinance for law enforcement officers.

(e) (1) (1) Information from national erime information
databases consisting of identification records, criminal histooy
tecords, protection orders, and wanted person records may be
disseminated to eivil or criminal courts for use in domestic
violence or stalking cases. Nothing in this subsection shall be
construed to permit access to such records for any other purpose.
(2) Federal and State criminal justice agencies authorized to
enter information into criminal information databases may include -

(A) avrests, eonvietions, and arrest warrants for stalking or
domestic viclence or for violations of protection arders for the
protection of parties from stalking or domestic viclence; and
(B) protection orders for the protection of persons from
statking or domestic violence, provided such orders are subject
to periodic verification.

(3) As used in this subsection -

(A) the term "national erime information databases” means the
National Crime Information Center and its incorporated criminal
history databases, including the Interstate Identification Index;
and

(B) the term "protection order” includes -

(i} any injunction, restraining order, or any other order

issned hy a civil or eriminal court for the purpose of

preventing violent or threatening acts or harassment against,
sexual violence or contact or communication with or physical
proximiiy to, another person, inchiding any temporary ar final
orders issued by civil or criminal courts whether obtained by
filing an independent action or as a pendente lite order in
another proceeding o long as any civil order was issued in
response to a complaint, petition, or motion filed by or on
hehalf of a person seeking protection; and

{ii) any support, child custody or visitation provisions,

orders, remedies, or relief issued as part of a protection

order, restraining order, or stay away injunction pursuant to
Btate, tribal, territorial, or local law authorizing the

issnance of protection orders, restraining orders, ot
injunctions for the protection of victims of domestic violence,
dating violence, sexual assault, or stalking,
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(2) police departments of private colleges or universities

which perform the administration of criminal justice and have
arrest powers pursuant to a State statute, which aitocatea
snbstantial part of their annial budget to the administration of
criminal justice, and which meet training requirements
established by law or ordinance for law enforcement officers.

() (1) (1) Information from national erime information
databases consisting of identification records, criminal history
records, protection orders, and wanted person records may be
disseminated to civil or eriminal courts for use in domestic
violenee or stalking cases, Nothing in this subsection shall be
construed to permit aceess to such records for any other purpase,
(2) Federal and State criminal justice agencies autharized to
enter information into criminal information databases may include -

(A) arrests, convictions, and arrest warrants for stalking or
domestie violence or for violations of protection orders for the
protection of parties from stalking or domestic violenee; and
{B) protection orders for the protection of persons from
stalking or domestic violence, provided such orders are subject
to pgriodic verification.

(3) As used in this subsection -

{A) the term "national crime information databases" means the
Mational Crime Information Center and its incorporated criminal
history databases, including the Interstate Identification Index;
and

(B} the term "protection order” includes -

(i) any injunction, restraining order, or any other order

issued by a civil or criminal court for the purpose of

preventing violent or threatening acts or harassment against,
sexual violence or contact or eommunication with or physicat
proximity to, another persen, including any temporary or final

. orders issued by civil or criminal courts whether obtained by

filing an independent action or a5 a pendente lite order in
another proceeding so long as any civil order was issued in
response to a complaint, petition, or motion filed by or on
behalf of a person seeking protection; and

(ii) any support, child custody or visitation provisions,
orders, remedies, or velief issued as part of a protection
order, restraining order, or stay away injunction pursuant to
State, tribal, territorial, or ocal law anthorizing the

issuance of protection orders, restraining orders, or
injunctions for the protection of victims of domestic violence,
dating violence, sexial assault, or stalking,
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[Code of Federal Regulatiomns])

[Title 49, Volume 4, Parts 200 to 39%9]

[Revised as of October 1, 2000]

From the U.8. Government Printing Office via GPO Access
[CITE: 49CFR382.401]

[Page B44-845]
TITLE 49--TRANSPORTATION

CHAPTER III--FEDERAL MOTOR CARRIER SAFETY ADMINISTRATION,
DEPARTMENT OF TRANSPORTATION

Page 1 0of 3

PART 382--CONTROLLED SUBSTANCES AND ALCOHOL USE AND TESTING--Table of Contents

Subpart P--Handling Of Test Results, Record Retention, and
Confidentiality

Sec. 382.401 Retention of records.

{(a) General reguirement. Each employer shall maintain records of its
alcohol misuse and controlled substances use prevention programs as
provided in this section. The records shall be maintained in a secure
location with controlled access.

(b} Period of retention. Each employexr shall maintain the records in
accordance with the following schedule: :

{1} Five years. The following records shall be maintained for a
minimum of five years:

{i) Records of driver alcohol test results indicating an alcohol
concentration of 0.02 or greater, ,

{ii) Records of driver verified positive controlled substances test
results, .

{iii)} Documentation of refusals to take required alcohol and/cr
controlled substances tests,

(iv) Driver evaluation and referrals,

(v) Calibration documentation,

{(vi) Records related to the administration cof the alcchol and
controlled substances testing programs, and

(vii) A copy of each annual calendar year summary required by
Sec. 382.403.

{2) Two years. Records related to the alcohel and controlled
substances collection process {except calibration of evidential breath
testing devices).

(3) Ope year. Records of negative and canceled controlled substances
test results (as defined in part 40 of this title) and alcohol test
results with a concentration of less than 0.02 shall be maintained for a
minimum of one year.

{4) Indefinite period. Records related to the education and training
of breath alcohol techniciang, screening test techniclans, supervisors,
and drivers shall be maintained by the employer while the individual
performs the functions which require the training and for two years
after ceasing to perform those functions.

{c) Types of records. The following specific types of records shall
be maintained. ~"Documents generated'' are documents that may have to be
prepared under a requirement of this part. If the record is required to
be prepared, it must be maintained.

(1) Records related to the collection process:

(i) Collection logbooks, if used;

{ii) Documents relating to the random selection process;

http://frwebgate.access.gpo.gov/cgi-bin/get-cfr.cgi?TITLE=49&PART=382&SECTION=4...
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(iii) Calibration documentation for evidential breath testing
devices;

{iv) Documentation ¢f breath alcohol technician training;

{v} Documents generated in connection with decisions to administer
reasonable suspicion alcohel or controlled substances tests;

{vi) Documents generated in connection with decisions on peost-
accident tests;

(vii) Documents verifying existence of a medical explanation of the
inability of a driver to provide adequate breath or to provide a urine
specimen for testing; and

{viii) Consclidated annual calendar year summaries as regquired by
Sec. 38B2.403.

(2) Records related to a driver's test results:

{i) The employer's copy of the alcohol test form, including the
results of the test;

[{Page 845]]

{(ii) The employer's copy of the controlled substances test chain of
custody and contrel form;

{iii) Documents sent by the MRO to the employer, including those
required by Sec. 382.407(a}.

(iv) Documents related to the refusal of any driver to submit to an
alcohol or controlled substances test required by this part; and

{(v) Documents presented by a driver to dispute the result of an
alcohol or controlled substances test administered under this part.

{vi) Documents generated in connection with verifications of priocr
employers' alcohol or controlled substances test results that the
employer:

(A} Must obtain in connection with the exception contained in
Sec. 382.301 of this part, and

(B) Must obtain as required by Sec. 382.413 of this subpart.

(3) Records related to other viclations of this part.

{4) Records related to evaluations:

{i} Records pertaining to a determination by a substance abuse
profesgsional concerning a driver's need for assistance; and

(ii) Records concerning a driver's compliance with recommendations
of the substance abuse professional.

(5) Records related to education and training:

(i} Materials on alcohcl misuse and controlled substance use
awareness, including a copy of the employer's policy on alcohol misuse
and controlled substance use;

{ii} Documentation of compliance with the requirements of
Sec. 382.601, including the driver's signed receipt of education
materials;

(iii) Documentation of training provided to supervisors for the
purpose of gualifying the supervisors to make a determination concerning

‘ the need for alcchol and/or controlled substances testing based on
reasonable suspicion; )

(iv) Documentation of training for breath alcohol technicians as
required by Sec. 40.51{a} of this title, and

(vl Certification that any training conducted under this part
complies with the requirements for such training.

{6) Administrative records related to alcohel and controlled
substances testing:

(i) Agreements with collection site facilities, laboratoriesg, breath
alcohol technicians, screening test technicians, medical review
officers, consortia, and third party service providers;

{ii) Names and positions of officials and their role in the
employer's alcohol and controlled substances testing program(s);
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(1iii) Quarterly laboratory statistical summaries of urinalysis
required by Sec. 40.292(g) {6} of this title; and

(iv) The employer's alcohol and contrelled substances testing policy
and procedures,

(d) Location of: records. All records required by this part shall be
maintained as required by Sec. 390.31 of this subchapter and shall be
made available for inspection at the employer's principal place of
business within two business days after a request has been made by an
authorized representative of the Federal Highway Administration.

{e} {1} OMB control number. The information collection regquirements
of this part have been reviewed by the Cffice of Management and Budget
pursuant to the Paperwork Reduction Act of 1995 (44 U.8.C. 3501 et seq.)
and have been assigned OMB control number 2125-0543,

(2) The information c¢ollecticon reguirements of this part are found
in the following sections: Section 382.105, 382.113, 382.301, 382.303,
382.305, 382.307, 382.309, 382.311, 382.401, 382.403, 382.405, 382.407,
382.409, 382.411, 382.413, 382.601, 382.603, 382.605.

f[61 FR 9553, Mar. 8, 1996, as amended at 62 FR 37151, July 11, 1997]
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[{Code of Federal Requlations]

{Title 49, Volume 4, Parts 200 to 399]

[Revised as of October 1, 2000]

From the U.S. Government Printing Office via GPQO Access
{CITE: 49CFR382.401]

[Page 844-845]
TITLE 49--TRANSPORTATION

CHAPTER III--FEDERAL MOTOR CARRIER SAFETY ADMINISTRATION,
DEPARTMENT OF TRANSPORTATION

PART 382--CONTROLLED SUBSTANCES AND ALCOHOL USE AND TESTING--Table of Contents

Subpart D--Handling Of Test Resultsd, Record Retention, and
Confidentiality

Sec. 382.401 Retention of records.

{(a) General requirement. Each employer shall maintain records of its
alcohol misuse and controlled substances use prevention programs as
provided in this section. The records shall be maintained in a secure
location with controlled access.

(b} Period of retention. Each employer shall maintain the records in
accordance with the following schedule: )

{1) Five years. The following records shall be maintained for a
minimum of five years:

(i) Records of driver alcohol test results indicating an alcohol
concentration of 0.02 or greater,

(1i) Records of driver verified positive controlled substances test
results, ]

(iii) Documentation of refusals to take regquired alcchel and/or
controlled substances tests,

{iv) Driver evaluation and referrals,

{v) Calibration documentation,

{vi) Records related to the administration of the alcchol and
controlled substances tesgting programs, and

{vii} A copy of each annual calendar year summary required by
Sec. 382.403.

{(2) Two years. Records related to the alcochol and contreclled
substances collection process (except calibration of evidential breath
testing devices).

(3) One year. Records of negative and canceled controlled substances
test results (as defined in part 40 of thig title) and alcohol test
resulits with a concentraticn of less than 0.02 shall be maintained for a
minimum of one year.

(4) Indefinite period. Records related to the education and training
of breath alcohol techmnicians, screening test technicians, supervisors,
and drivers shall be maintained by the employer while the individual
performs the functions which require the training and for two years
after ceasing to perform those functions.

(c) Types of records. The following specific types of records shall
be maintained. ~"Documents generatsd'' are documents that may have to bhe
prepared under a requirement of this part. If the record is required to
be prepared, it must be maintained.

{1} Records related to the collection process:

{i) Collection logbooks, if used;

{ii) Documents relating to the random selection process;

hitp://frwebgate.access.gpo.gov/cgi-bin/get-cfr.cgi? TITLE=49&PART=382&SECTION=4... 3/18/2010
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(iii) Calibration documentation for evidential breath testing
devices;

(iv} Documentation of breath alcohol technician training;

{(v) Documents generated in comnection with decisions to administer
reasonable suspicion alcohol or controlled substances tests;

(vi) Documents generated in connection with decisions on post-
accident tests;

{vii) Documents wverifying existence of a medical explanation of the
inability of a driver to provide adegquate breath or to provide a urine
specimen for testing; and

(viii) Consolidated annual calendar year summaries as required by
Sec. 382.403.

{2) Records related to a driver's test results:

{1} The employer's copy of the alcchol test form, including the
results of the test;

[ [Page 845]1}

{ii)} The employer's copy of the controlled substances test chain of
custody and control form;

{iii) Documents sent by the MRO to the employer, including those
required by Sec. 382.407(a).

(iv) Documents related to the refusal of any driver to submit to an
alcohol or controlled substances test required by this part; and

(v} Documents presented by a driver to dispute the result of an
alcohol or controlled substances test administered under this part.

(vi) Documents generated in connection with verifications of priecr
employers' alcohol or contrclled substances test results that the
employexr:

(&} Must obtain in connection with the exception ceontained in
Sec. 382.301 of this part, and

(B} Must obtain as required by Sec. 382.413 of this subpart.

(3} Records related to other violations of this part.

(4} Records related to evaluations:

(i} Records pertaining to a determination by a substance abuse
professional concerning a driver's need for assistance; and

{(ii) Records concerning a driver's compliance with recommendaticns
of the substance abuse professional.

(5) Records related to education and training:

(i) Materials on alcohol misuse and controlled substance use
awareness, including a copy of the employer's policy on alcohol misuse
and controlled substance use;

{ii) DPocumentation of compliance with the requirements of
Sec. 382.601, including the driver's signed receipt of education

- materials;

(iii) Documentation cf training provided to supervisors for the
purpose of qualifying the supervisors to make a determination concerning
- the need for alcohol and/or controlled substances testing based on
reasonable suspicion; ]

{iv) Documentation of training for breath alcchol technicians as
required by Sec. 40.51(a) of this title, and

{v) Certification that any training conducted under this part
complies with the requirements for such training.

{6) Bdministrative records related to alccochol and controlled
substances testing:

{1} Agreements with collection site fagilities, laboratories, breath
alcohol techniciansg, screening test technicians, medical review
officers, comnsortia, and third party service providers;

(ii) Names and positionsg of officials and their role in the
employer's alcohel and controlled substances testing program{s) ;
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Page 3 of 3

{iii) Quarterly laboratory statistical summaries of urinalysis
required by Sec. 40.29(g) (6) of this title; and

{(iv) The employer's alcohol and controlled substances testing policy
and procedures.

(d} Location of records. All records required by this part shall be
maintained as required by Sec. 390.31 of this subchapter and shall be
made available for ingpection at the employer's principal place of
business within two business days after a request has been made by an
authorized representative of the Federal Highway Administration.

{(e) (1) OMB control number. The information collection requirements
of this part have been reviewed by the Office of Management and Budget
pursuant to the Paperwork Reduction Act of 1995 (44 U.S.C. 3501 et seq.)
and have been assigned OMB control number 2125-0543.

{2} The information collection requirements of this part are found
in the following sections: Section 382.105, 382.113, 382.301, 382.303,
382.305, 382.307, 382.30%9, 382.311, 382.401, 382.403, 38B2.405, 382.407,
382.405, 382.411, 382.413, 382.601, 382.603, 382.605,

[61 FR 9553, Mar. 8, 1996, as amended at &2 FR 37151, July 11, 1997]
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Mallery, Michele

From: Andrea Watts [wattsa@u.washington.edu]
jent: Monday, March 08, 2010 8:09 AM

To: Mallery, Michele

Cc: Barbara Bensan

Subject: RE: office 10.03.00

Hi Michele,

Revision 6 of the Human Resources schedule just occurred in December (I think) so we are in fact up to revision 7. I was
surprised the office wanted to revise the schedule so soon after it was just updated!

I rechecked the PDF file I sent and the description still includes "perspective employees, contractors, and volunteers, etc.”
Although the WSP does run the background checks for the UW, we need to keep the checks for as long as the employee
is working for the University due to the sensitive nature where some of these individuals work. I think the WSP only
keeps the record for six years? Kirstin would know exactly how long.

Please let me know if you have any further questions,

Andrea

From: Mallery, Michele [michele.mallery@sos.wa.gov]
Sent: Friday, March 05, 2010 9:20 AM

To: Andrea Walls

Subject: RE: office 10.03.00

Andrea,

| am writing to you on behalf of the Washington State Archivist and would like to thank you for submitting the
records retention schedules for the University of Washington Office 10/03 — Human Resource Operations
dated March 2, 2010 which was received and reviewed by the Records Management Office on March 5, 2010.

| have reviewed the submitted schedule for Office 10/03 — Human Resource Operations and request the

following corrections:
Is this a secondary copy? Does WSP maintain primary copy?
The description does not have “... perspective employees, contractors, volunteers, etc...” in description per

schedule dated 06/7/06 ,
| have this as Rev 6, not 7. Rev 5 was 06/07/06.

Please make the requested corrections and re-submit an electronic copy for review.

In the meantime, if you have any questions on the status of this schedule, please don’t hesitate to contact me
by email or telephone (360) 586-4901.

Best %ﬂmﬂ&ﬁ,
Wichele 'Maﬂéry

State Government Records Man@emenf J’pecﬁaﬁff
Washington Stale Archives



Office of the Secretary of State
1129 Washington Street SE; MS: 40238
Olympia, WA 98504

Please note new email address] Michele. Mallery@sos.wa.gov
Phone: 360-586-4901
Fax: 360-586-0368

To receive updates on records management advice, records retention schedules and training, click on the

following link:
http: //www.sos.wa.gov/archives/RecordsManagement/JoinRecordsMana gementAgencyNotification Lists aspx

Learn more about the Washington State Archives
Review the State Records Commiite Minutes
Review the Loecal Records Committee Minutes

From: Andrea Watts [mailto:wattsa@u.washington.edu]
Sent: Tuesday, March 02, 2010 10:22 AM

To: Mallery, Michele

Subject: office 10.03.00
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